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Henagement Officer 4 April 1850
Chief, Administrative Jtaff
durvey, Fisoal Division

1. The subject survey dated 27 March 1960 hes boen reviewed with
offioers of the Fiscsl Division and consideration ;iven the rocommenda-
tionu as you have requested. Conocurrences are indicated na a aumber
of individual suggestions, however, in certain omses our appraisal of
findings differs in substance from the survey. The differences of
epinions are explained and supparted by laws and regulstioas, inter-
pretutions and statistionl date, or references to practiosal gxperionce
already gained in the mature of satisfactory performences in & "going
and growing eoncern”. In addition, owr position has taken cognitance
of projected trends in the growth of the Agemcy aud the fastors which
alffoct the cperations and produstion of the ¥Fiscal Diviaien.

2. In giving coasideration to the survey, it is felt that in
camnestion with certain comments the rec-mmendat{ ons may have baen
baged upon generalities and it is belieoved that a more detailed con~
sideration should be given befors arriving at a final determination.
Reference ¢ survay paragraphs with comments, follows:

Para. 4u(l){a) ~ Numerous written directives lave baen issusd for
tha gu!l of Npanch offiolals in the Mecal Division. ilowever,
statements of tho duties and responsibilities of sach individusl in the
Division have not been prepured within the Division ia writing for the
reason that detailed statements written by the Classification Zranch,
Persomnel Division, are available mnd have bean reviewed by sach smployes
in the Fisoal Office. It is believed that to attempt to prepare detalled
desoriptions would result in duplicating the efforts of the Classifica-—
tion Officer.

Para. 4b -~ There are thres Irsaches within the Division where
overtise has been porformed since the inception of the Orgenisation.
For the purpose of cormenting, & statemaent for sach Arench 1s listed
s followa; _

m&% Overtime in this Sranch has besn necessary in filing re-
tiremsnt and tax reparts and for heading individusl earning record cards
for the eatire Ajency sad this is not considered a function to "malatain
ourrency®. lNo overtims would have bsen negs p¢ had it not been for
the reportas pd. 704
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Travel: This Sremnch forms a small unit in which not more than
four psople Mave besn an duty snd overtime was required becauss of o
werk basklog during sbsemce or as & result of tho esploysss on veoation
and also when special reports were necessitated. ‘lad this 3ranch heen
up to T/) strength (5), no overtime would have been reguired.

Fincal Processing: The 3ranch performed ovartime during a fow
wooksads for purpose of preparing documants of the predecessor
organisation for the Archives.

Para. 40 ~ Tt is desired to point out here, Lhat the functions
performed in the Acoounts Branch ere completed with the use of iational
Cmsh Zeglster Bookkesping Machines. The psyroll proosss for the Ageacy
is performed through the media of graphotype and addrossograph equipment.
Uader the present systoms empleysd, it is belisved that all operations
in the Fiscal Division which msy be properly parformed by machines are
being completed by other than a manyal process.

"ara. 4o - e are in no position to commant at this time sioce the
basis for the statement that there would bs a reductios of 1500 purchase
orders psr year has not been established. iny proposed changs should
be omrefully reviewed with respect to legality and a close soordination
pertaining to dM1lling prosedures should be mada.

Para. b8 - In oomparing CIA organisational unit strength ou the
basis of average staffing standsrds established by the Jureau of the
Budget, coneideration must ba given to the special requirements peculiar
o this Agency. It would mppear that the budgetary snnual man yeaer
figure has heen confused with the actual T/7 to arrive at the proposed
reduction in positions. In this cmnnection, it should bde notsd that
in sny old line organization where parsonnsl may ba provured within a
poriod of approximately two weaks, an sllowancs of approximetely 107
is made fn the 7/0 above the motual budgetary amnual man-hour nesds.
in an Agency like CIA, w greater incresse in ths 7/ is reguired to
pormit adequate staf'fing on the snnusl man hour basis. in view of the
foregoing, re-considerstion of the matter is necessary and possibly a
re-survey of the stafling requirements should be wade.

Parp. 6% - While it is atated that a chta complement of por-
scnnal on duty |:| ir sszmentlial to amadble the !dvisien to sarry out
its prosent m DXL ,—FH—

gwance has heen given the inoreass in work-
An inorease in personnel in the Fiscml
s thare will e an incresse by more than

pe to 111 the @raﬁrﬁ%wgmcy v/
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B vnder above 1 gt to overtime.
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: \g} - The Fizeal Divisiom program provides for an over
, Gomdmt Sor Lhe wark of a Fiseal Inspectors This is oo:ee
%M hy m msad Dor the roview of flscal md scoounding sethods and
migle: with mwwi; W Jepurtientel and fleld oporeti.us, The
inspeotonr’s positios wae iy resently pleced under the jurie-

diotian of tiv Piseal Uivisiosimud duties asy be forvsesn Jor sush en
aplayss in the position for a miulmae perded of 12 monthe on prosent
assigraen oy Fo fully agreo tiad divisions within the Sgency sud oven
within the Govermmmt ahould sooparete b mg personcael that may be
spared sveilsble to othern, The Figeal r has slresdy boen do-
Wiled during his short smiigoesmt is tie m Division to the Fisewo
Division for an inspectiom sscipwment even though 1t was ALfTisult spering
bhis servioes for the period iuvalved,

¥ 80 « In m o mm A@‘m travel and transportation
ROUIRE L7 f S:ﬁ i& ﬁh}s& for ths T4 of the

25X1 Trovel Prench o e roduced without jeopars
mmgmmﬁgMﬁMWta;mM Trds 1a borme out
by the feet that overtise bas been necessary during or as a result of
sbgangss to maintain work levels, While weo coveur thet Traved Branch
stall strength se woll as other stal? pequircmesds ohould be WM@*
based upon guldes establishaed by $ho Bureau of the Budget,
ﬁxmm miet b sade for UIA operations since they & not Wab‘m
to funetions provided im mesrupe Covernwnd %mmiﬂu ith respect to
Bayesu of ths stalfing standaprds, sttention iz i:-viied 4o “Guide
for Azpreisal of Staffing %@M Yousher Exmminations Act dvitios,
Pisoal Yosr 166L" which states that the staffisg standerds sre & juide
not intending t set & stxbmme or mezimue lswal for & staff esmgegod in
vouchey exeninatien activitiss ut, rather, they are to be used as o
isvel for staffing under conditions whidh are usual in aversge Govorne
menk sgengies end the publiomtion provides u mecsure for CORPRYISON.
mumm&mgﬁtmmﬁwmym of complex
voushers or othor wariabled wxod &8 are met by Cli =y exgeed the
lrwels provided in e publiecation, Cartein of ths @mwimm
found in prosessicg irawel accounts withdn C1A apsi

ls  Amorved maber of puraenent chenges of station, oseasioned
25X1 by inorensisg | o mens oporatioms, (Bot 1 wolived in
mont mponolns),

2+ "Repeat” fwrsvel orders. (Mery trips bein: perfiracd agsl st
0ue opfer thus requiring & smsolidution of many tripe on one aciwuntbe)

B, Extorded trips of long durntion ususlly euvering osny po (%8s
Avothey item to ba m isto eozaiderstion wiib stalliag w,;w.m

ks Mm W STTe e o LY mm Loy gg* m% Gan g'“”
whidh psrmits travelsrs %0 | mgm n&mm BMOYWst of astinetod
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per diem and this hms resulted in a large portiou of CIA travelers
requesting advances. This neocessitates preparation and precessing in
each instance of Standard Form /103¢ and performing related accounting
funotions. This extra volume of work hag been esiablished in the
Travel irunch and is in addition to the normal audit functions, but

it was not considered at the time the budgetary cstimates relating to
staffing requirements for 1951 were prepared nor have the advances been
sounted in the number of vouchers processed.

Para, 6b(1){(a) -~ The Fiseal Division concurs in the recommendation
that ction of procurement, stock, issuances, accountability and
reporting of transportation requests be transferred to the Services °
Pvision, but feels that thig function is a minor step in the overall
handling of Agency travel smd little ¥ill actuslly be gained by the

‘Para, GbEIZébz = With respect to the transfer of the traval order
preparation ¢tion to the Services Division, this office feels that
the preparation of such orders may be delegated to any appropriate
office. Howsver, in the opinion of the "igaal Division, it is more
seongmical and sound im principle to bave travel dirsctad by the
Piscal Division. This is based to a certuin extent on the faet that
it is & teshnieian's Jeb requiring familiarity with lews, exeoutive
orders, regulations, ete., periaining to travel administration. The
functions of directing travsl, procuring and processing transportation
Tequasis wers originally placed within the Fiscal Division, later trans-
forred to the Services Livisian and subsequently, at the direction of
the Executive, returned to the Fiscal Division, leaving the function

of issuing and processing tramsportation requests in the Services Division.

Para. 6b{li(c) ~ It is belisved it would bs an unsound business
pragilce to place the preparation of travel vouchers in the Fisgal
Division where the sudit function is performed. 4 great number of
vouchers received are in good order and require no changes or consul~
tation. The use of & work sheet and subsequent typing by the Fiscal
Division would result in duplication of claims presentation in a large
aumber of instances. No reduction in inquiries or requests for ox-
planations or for receipts and othar supporting data san be foreseen,
in the event the preparation function was assumed by the Fiscal Division.

Para. 60(1)(a) - See discussioms under 4c above. AL present, the
Acoounts Branch is using Hational Cash Register Bookkeeping machines and
it should be notad that smmaual postings sare maintained only for adminis-

trative and statistical informetion purposes. The f%*lity of using
IR equipment will be explored. p120vl DA
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Para, 6d(1)(e) - With respect to the recommendation that the
Payro ran reduced by one payroll or sudit clerk, attention is
imvited to our previous stetement that the Agency is still under three-
fourths of its authoriszed stremgth. Aay increase im persomnel obviously
results in additional duties im the Payroll Branch and, generslly, in
other Branches within the Piscal Division. Budgetary staffing require-
mente do not take into consideration the poat audit of foreign pay
sccounts and related documents as required by this Agency. In comparing
CIA with other Government agemcies of similar cize, the Payroll Branch
haz a favorable ratio of staff strength in relation to the number of
emplayeee payrolled. Horeover, in considering staff stremgth, greater
weight must be givem the work load famctors in CIA which are believed to
be relatively learger and more complex than in other agencies., For
example, the percentage of chenge slips processed per pay period is
50% of the employees payrolled wheress in other agencies it is approx-
imately 15, The twrnover of approximately 20 per year of employess
payrolled is also high compared to other agencies.

Pars. Gdilﬁb} - Representatives from 3CD, ths Fimance Division
and isoal Uivision disgussed IBH poesibilities with a representa-
tive from the company and officials im the Buresu of Fublic hoads
(where IR equipment used in payrolling is insiamlled). Ho formal
propoRal with respect to IBM use has been presented.

Para. 6£(1)(s) - The messenger duties of the olerk now occupying
the position are meraly incidental to his regular duties of msil and

file clerk and handling document distribution within the Fiscal Di-
wslon. The average time applied to messenger duties outside the
Agenoy involve approximately ome hour por day. fe have been iaformally
advised that the OCD courier service cam not furnish apecisl couriers
in oconnection with the plek-up of pay checks, travel advances and

ether rush items. Information was furnished, however, that OCL qourisr
servige might be available to scoomplish the regular daily Treasury
run but thls atill leaves the rush items to be handled by the Fisosl
Processing Branch olerk.

Para. 6f(1)(b) - This office concurs in the recammendation that
the domestic postage stamp procursment and issuance function be trans-
ferred to the Sarvices Division. Only a small amount of time has been
required to carry out this funoction and therefore no #ignificant effect
upen the Fiscal Processing Branch work-load will be realized by the

Sransfer of the function to the Services Division.

Pu"a. 8£(1){c) - All publication items for mmamy is
ohsrm:ﬁ?(&é'%ro nseded in the Fisogl\BON ;ﬁﬁm procured through
0CD« Beocause of the close working level uuoncfew Figoal
Division and representatives of the WQ »y, Havy and
3tata, the ?regury Department, Geaneral Abcam di]{eg; and the
Buremu of the Sudget, it is felt that items a Ble " thess
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sctivities {mt no cest % the Agency; osn be seeured in a more ex-
peditious manner ty the Fiaseal ldvision. it 18 reoommended tast no
change be made in this type of procursment.

Para. 8£(1;(d} - Property sccountability records are baing maine
Wm% manner by the 7iscal frocessing Branch end no
banefit can be forosesn in transferring the funstion to the Mfice of
the Uhilf. Fisoal Division.

Para, 8£(1)(e) ~ Al internal meesangor and courier mail iz oponed
and delivered upon receipt as is ey material iden tified 88 a special
1tem. ZHoutine mail whioh inoludea vendors' bilis, inquiries from
vendors and similer dosuments iz opened and distributed trice daily.

Para. Yal{l}{a) ~ The Fiscal Oivisian concurs in the recommsndation
that Praciice of showing cumlative figures on the Allo“ment hdvices
be discontinued and that there be indicated on the advios the allotment
for sath quarter. However, this is a Budget Staff duty, affecting the
Fiscal Givisian, and it is understood that the budget Staff intends to
follow the recomsendation effeotive 1 July 1850,

Para. 7a(l)(bj ~ It is felt that thia is & matter of primary con-
oera o ot Staff. It appears inadvisable to creste am addi-
tional form to process informmtion that can ba &dequately show on an
existing form. Form No, 82-5 oould bo revised %o provide adequate
features when it is issued to indicate changes in allotment.

Para. 7b(1)(a; - The Fiscal Bivision strongly comours is the
¢ ak Form lio. 34~-12, or other ferms containing similar
informtion, be distsd buted directly %o the operating offices snd tha:
questions raised thoreunder be presemted to and engwered direstly by
the Flaoal Division . Sopies of all pertinemt raports prepared by
the Plscal Division would be furnished the Budget Steff for budgeatary
and liaison use.

Para. Ba &4 b - Commnats on itoms in these Paragragha have heen
disousse ovher parts of thia memscrandua.

8. It ia felt thet the present Fiscal -idviston 7/ when filled is
adequate to meet presant conditions. tHowever, sn increase in /0 1s
rsquested to insure the satrance on duty of Fimosl pareonnel siegl-
tanecusly with the ingoming parsonngl Treporting to the opsrating offices.
It would be highly desirable if arproprinte membere of the Hanegement
Staff and the Fisoal Divislon eould discuss t Winorease of the
Ageney so that the Fiseal Division wil} k€% nly £iod itaslf in-
adoquntely staffed to handle the work loed t?qm\mgruul
towards cowpletion of ita 1/, Ko %'
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4. The survey and statements of functions have heen well received
by aXl concerned and 1%t is believed the mission in genorel will prove
most bemeflolial. The efforts of the Hanagemsnt Staff are sincerely

appreciatad.
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